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EMPLOYEE TRAVEL

L Definitions

“Official Residence” means the home address of an employee on file with the
Personnel Cabinet.

“Official Work Station” means the address of the office the Commissioner of the
Department of Corrections or his designee assigns to an employee.

1L Policy and Procedures

a. Employees traveling for Department of Corrections’ official business shall be
familiar with and follow the Employee Travel Regulation, 200 KAR 2:006.
This regulation is available at:
http://finance.ky.gov/services/statewideacct/Pages/travel.aspx

b. Travel expenses may only be reimbursed for travel for official Department of
Corrections’ business. Travel vouchers shall be submitted once per month
unless the travel is for an amount less than ten dollars ($10).

c. All submitted travel vouchers shall be submitted on the appropriate form
(attachment A). Mileage claims shall be verified by using MapQuest®.
Google Maps® may be used if the actual address is not available in
MapQuest®.

d. State vehicles shall be used for travel if available. Employees using their
personal vehicle for official travel if a state vehicle is available shall have
authorization from their supervisor allowing the claim of mileage.

e. Mileage shall only be claimed for the shorter of the distance between the
employee’s official work station and destination or the employee’s home and
destination, whichever is less.
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Meals shall only be reimbursed (at the per diem rate) for overnight travel.
Dinner shall be reimbursed without an overnight stay if the employee is at a
location more than forty (40) miles from their work station, in travel status
between 5:00 pm and 9:00 pm and arrive home after 9:00 pm.

Overnight accommodations shall be the most economical for the area. State
parks shall be used if within 15 miles of the destination, if available.

Group lodging (direct bill) shall only be established by the Department if four
(4) or more employees require overnight lodging at a hotel, motel, etc. Direct
bill accounts shall only be established by the Division of Administrative
Services.

Receipts in the traveler’s name are required for lodging, whether direct bill or
paid by the employee. Parking and other expenses shall also require a receipt
for reimbursement if over ten dollars ($10).

Out of State Travel requests shall follow the procedures issued by the Finance
and Administration Cabinet and the Department of Corrections
Commissioner’s Office. Requests shall be submitted to the Commissioner’s
Office at least one month prior to travel, and shall first be submitted to the

appropriate Deputy Commissioner prior to submission to the Commissioner’s
Office.

Travel expenses (e.g. lodging, personal vehicle mileage, per diem) shall not be
paid in advance of the travel, with the exception of conference registration
fees paid directly to the conference registration office. Checks from state
funds shall not be issued to pre-pay for lodging for employees.

1. Travel vouchers must have at least one original signature.

m. Questions regarding this policy and the travel regulation shall be directed to

the Division of Administrative Services.




